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From Director, Human Resources O fice, Pensacol a
Subj : RECRUI TI NG THROUGH RESUM X

Encl : (1) Standards for Products and Services

1. As we all are aware, the official effective date for the

i npl enent ati on of Resum x by the Human Resources Service Center

Sout heast (HRSC-SE) occurred 1 March 2000. 1In reality, the HRSC SE is
in the process of nmaking the transition fromthe traditional recruiting
nmethod to Resumix. In the neantine, both nethods of candidate
evaluation will be used (as indicated in vacancy announcenents) unti
Resumix is fully inplemented. W have trained all interested enpl oyees
in basic Resunm x methods and provided | aboratory help for those w shing
to create a résunmgé off line. Training and lab work are still available
t hrough your activity Resum x Point of Contact. [Knight, Victoria] Resune
witing classes will be offered in May and June on-board NETPDTC.

2. The activity process of creating and forwardi ng an el ectronic
recruit Request for Personnel Action (RPA) will remain unchanged. The
following is provided to give activity managenent officials an
under st andi ng of what to expect as Resumi x inplenmentation cones to
fruition.

HRO Pensacol a: Upon recei pt of the RPA for a typical recruit action the
HRO wi || continue to:

a. Check for prior consideration eligibles (PCEs).

a. Retrieve, review for accuracy, and attach the appropriate
position description to the recruit RPA

a. Forward recruit RPA within the HRO for announcenent under the CA
recrui tnment process.

a. Annot at e process conpletion in screen #4 on the recruit RPA
a. Forward recruit RPA to the appropriate HRSC- SE Team Leader

a. Track recruit RPA to ensure tinely recruitment by the HRSC SE
HRSC- SE

a. Match recruit RPA against candidates in the Priority
Pl acenent Program (St opper List).

b. Provide the manager and the HRO a paper copy of the proposed skills
list to be used as a crediting plan
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c. Contact the manager to discuss the job analysis and the
appropri ateness of the proposed skills to be used as a crediting plan
The manager will then have the opportunity to contact the HRO for any
needed advi ce and assistance, reviewthe list of skills, and add or
delete skills that may not be critical and would not |ikely make
di stinctions anong candi dat es.

d. Match the finalized position skills to those of applicants who
have filed for consideration through the Resum x process and who neet
the search paraneters (e.g., area of consideration, sources, search
option, etc.) specified in the recruit RPA

e. The resulting selection certificate will be conprised of
applicants that are "best qualified" as determ ned by the nunber of
skill matches and/or a natural break in scores. A paper selection
certificate and applications will be sent directly to the manager, wth
a copy of the first page to the HRO The nunber of applicants on the
Resum x- produced sel ection certificate may be a | arger nunber than
provided in the past. Managers in receipt of selection certificates
shoul d direct any questions regarding the selection process to their HRO
advi sor. Managers are asked to make several tentative sel ections,
noting the tentative selections in priority order of preference, since
the applicants on the certificate will be prescreened for m ninmm
qualifications and will be reviewed by the HRSC-SE (after the tentative
sel ection) for appointability requirenents. For exanple, the HRSC SE
wi Il procure any needed transcripts, certifications, docunmentation, or
other information necessary for the applicant to neet any |ega
requi renents.

NOTE: The résunes received by the activity may not ook simlar to the
product received in the past because of the el ectronic process used

t hroughout the recruiting process. Additionally, scanned copies of
résunes nay contain Optical Character Recognition (OCR) errors. This is
not an indication of the applicant's presentation or of the applicant's
ability to spell and punctuate. Therefore, it is necessary to review
résumeés for substantive content.

3. Selection certificates conpleted by the activity are to be returned
by the activity via the HROto the HRSCG-SE. HRO wi |l then assist the
manager in determ ning an appropriate tentative effective date, and
assist with any pay setting issues. The certificate will then be
returned to the HRSC- SE for final processing. Once the certificate is
received in the HRSC- SE, the specialist will verify all regul atory
requi renents prior to making the official job offer to the sel ectee.

4. Since the activity managers nmay expect to be contacted by
representatives of the HRSC-SE to assist in developing a crediting plan
needed to eval uate applications received through Resum x, request that
bl ock #3 of the electronic RPA include both a DSN and comerci al phone
nunber with area code

5. Enclosure (1) contains information on goals for conpletion of
personnel actions by HRSC and HRO. As we progress through the
conversion to Resum x, we will reevaluate the process and provide you
data on actual performance versus standards.
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6. For any questions or additional information, please contact the HRO

servicing personnel specialist, or M. Justin Schaffer at 452-4443,
extension 447. Your assistance in this matter is appreciated.

[1sl/
J. B. FOSTER

Di stribution: (NASPNCLAI NST 5216. 1T)
D

HRO N3T

HRO N3M



STANDARDS FOR PRODUCTS AND SERVI CES

Hunman Resources O fice Goal s:

Recruitnent and C assification Requests. The HRO goal is to conplete
these actions within 10 cal endar days fromreceipt in the HRO and, as
appropriate, release the actions to the HRSC. Qur goal is to conplete
and rel ease all other personnel requests within 2 workdays fromreceipt
in the HRO

Human Resources Service Center GCGoal s:

Recrui t nent Requests. Upon receipt in the HRSC, their goal is to
process and issue a selection certificate according to the foll ow ng:

50 cal endar days for an external recruitnent using a 14-day announcenent
65 cal endar days for an external recruitnent using a 30-day announcenent
20 cal endar days for an internal recruitment using Resum x

Note: In addition, enter-on-duty dates are based on the length of tine
needed by the activity to nake a sel ection, and adm ni ster required drug
tests, as well as any physical exans and agility tests. Upon selection
t he HRO schedul es both the drug test and the physical examas well as
conducts any required agility test upon conpletion of the physical exam
The tine frame fromday of selection to enter-on-duty date is

approxi mately 30 cal endar days, i.e., the time required to receive
results of the drug test.

Reassi gnment Acti ons/ Non- Conpetitive Pronotion Actions received at the
HRSC wi | | be processed according to the followng: (This includes career |adder
and accretion of duty pronotions.)

7 cal endar days prior to the effective date for processing career | adder
pronoti ons

7 cal endar days prior to the effective date for processi ng Manage to Payrol
(MIP) accretion-of-duties pronmotions (all supporting docunentati on nust be
attached and regul atory criteria net)

7 cal endar days prior to effective date for processing reassignnments

Non- Pay Real i gnnent Actions received at the HRSC will be processed
according to the foll ow ng:

7 cal endar days prior to the effective date to process actions where
organi zation tables are al ready established

15 cal endar days prior to the effective date for actions where new organi zation
tabl es have to be established

Encl (1)



Pay Actions

Payrol |l errors detected by the HRSC prior to DFAS
payrol |l deadline will be corrected that pay period

Reti renent

10 cal endar days fromreceipt in the HRSC to calculate a retirenment annuity for
pl anned retirenments within four nonths of the request

30 cal endar days fromreceipt in the HRSC to calculate a retirenment annuity for
proposed retirenents beyond four nonths of the request

Benefits Counseling

4 cal endar days fromdate of receipt in the HRSC to nmail/fax health and life
i nsurance benefits information/packages

Reduction-1n-Force (R F)

210 cal endar days fromreceipt in HRSCto RIF effective date (includes a 120-
day notice period.) This tinmeframe may be reduced or expanded dependi ng on the
size of the RIF, the nunber of RIF iterations which are required, and the anount
of enpl oyee data validation which nmust be conduct ed.

I nformati on Requests

5 cal endar days fromreceipt in the HRSC for specific Defense Cvilian
Personnel Data Systens (DCPDS) Personnel Report

90 percent of recurring DCPDS reports with pre-established dates will be
provi ded by the agreed-upon date

O ficial Personnel Folder (OPF) Requests

4 cal endar days fromreceipt of the request in the HRSC to the nmailing of an
OPF
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